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OFFICE OF TRAINING 

INSTRUCTIONS FOR ORDERING PUBLICATIONS AND 
CERTAIN OTHER TRAINING MATERIALS 

September 1961 


* » »* * > 

The following instructions for ordering publications and certSIn othel* j 
materials take effect immediately. After the move to the new building new 
instructions tid.ll be issued when necessary. Questions or problems on any 

1, 0TR/SS/AR0, Ext. 3735. 


of these items should be referred 

A* I^gal^l^SS^Mon 





These reports are disseminated by OCR Document Division on the basis 
of area and subject requirements (see “List of Material Regularly Received" 
by your staff or school.) Changes in these requirements for intelligence , 
information reports should be requested by memo (original and two copies) 
from the staff?, school, or faculty chief, addressed to OCR Document Division, A) 
Analysis Branch, GH 0916, x5310, through OT R/SS/ARO. ' 


Because of the coat of this dissemination procedure, and the priority 
given to dissemination of documents to the DB/I and DD/P, OTR faculty members 
, ihould not request regular dissemination of intelligence information reports 
unless the request can be justified on the following bases, (a) Is. the 
request essential to your work in OTR? If you want to retain a subject or 
area specialty which you followed before coming to OTR this can be done more 
cheaply by one or all of three methods s making periodic requests for an 
Intellofax listing, regular reading of intelligence periodicals and finished 
intelligence reports, or periodic review of articles listed in the Intelli- 
gence Publications Index, (b) Is it essential that you obtain current 
information? The purpose of disseminating intel^gence information reports 
is to provide rapid dissemination to those who must keep up to date. For 
same OTR courses it is not essential that the faculty member be kept current, 
but his needs can be met by the three methods mentioned above, (c) If 
intelligence information reports were received regularly, would they be 
exploited regularly? Some faculty members have found that the reports pile 
up, because work on courses prevents their being exploited, and after a time 
the report must be discarded unread. In this case it would be better to keep 
current by the three methods mentioned above. 

8. Qbfc&ining^ijidi^^ 

To obtain a copy of an individual intelligence information report 
(except Top Secret) for which you have the reference, fill in the regular 
0GK Library request form (Form 1395) and send directly to OCR Library, 
Document Search Unit, 1KL119, *7177. Bo sure to give the 7-digit Common 
.'serial Number which most reports contain. For non-CIA reports, particularly 
those from State Department, give whenever possible the issuing agency, post, 
dispatch number, and date. If you need a hard copy of the document, rather 
than the reproduction from microfilm. State this under “Remarks." Request 
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To order Top Secret iartteil5%nce ipf^naation reports call the OTR Top 
Secret Control Officer*, ' £&b* 3735* 

0, Requesting Int e l lofa x MBta ■: 

To obtain a list of references of intelligence information reports deal** 
:Lng with specific areas and subjects® telephone or visit the OCR Library® 
Intelligence Reference Groupj 1E4I (Measanine), x7104, and request an 
Xniellofax listing. 

II. C ables 


a - oULMklmi 

These cables are disseminated by Cable Secretariat through OTR mail 
room to GTR/QS/TAS on the basis of OTR requirements filed with them. CS/TA5 
logs the cables and disseminates to interested staffs® schools, and faculties 
an the basis of their content. 


b . usedg&JiBbtei 

j „ Regu lar Dissemination . These cables are disseminated by Cable 
Secretariat onthe basis of area and subject requirements listed for 
individual staffs® schools, and faculties. Changes in these area ana subject 
requirements for cables should be requested by memo (original and two copies; 
Cron the staff, school, or faculty chief, addressed to Cable Secretariat, 
Mon-GXA Cable Branch, GH09O9, *5308, through 0TR/SS/AR0. 


2„ ReouoatinK Individual Cables . To obtain a copy of an individual 
::ion~GXA eable fe which you have the reference, telephone Gable Secretariat, 
Hon-GIA. Gable Branch, GH09O9, *£308. 


HI. C|A e Jiggatehes \ 

GXA Dismtehe© are disseminated through OTR mail room to 0TR/0S/TAS by 
m/P Area Divisions and Desks. OTR/QS/TAS logs the dispatches pi disseminates 
to interested staffs, schools, end faculties on the basis of their content. 

17. NoticejL o f New Books , apd New Periodical s 

These notices have been disseminated by Training Branch Library on the 
basis of are®, and subject requirements listed for individual staffs, schools, 
and faculties. It is hoped, that, this service will be continued by OCR^in 
the new building. These notices are taken, from Library of Congress catalog 
card proof sheets, and Library of Congress Legislative Reference Service cards 
(which also reference recent periodical articles). Change® in these arp ana 
subject requirements for notices of new books and new periodicals should be 
requested by aaao (original and three copies) from the staff, school or 
faculty chief, addressed to OCR/Ubrary, Reference Branch, 1HU.14, x5jU1 0 
through OTR/Sd/ARO. 
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A copy of the area and subject requirements is also on file in OCR 
Library* s Acquisition Branch which will send notices of new books and new 
periodicals which it receives through its normal acquisition procedures in 
the US and abroad. Che copy of the memo addressed to OCR/ldbrary, Reference 
Branch requesting changes in such notices win be sent by OTR/SS/ARQ to 
acquisition Branch. 

V * Subscription Periodicals 


*+ i&sa 


Subscriptions to foreign and domestic magazines an d newspapers are c on- 
t; oiled by OCR Library, Acquisitions Branch, located in 
Acquisitions Branch also diss@nina.tes all subscription copies, except for 
domestic newspapers which are disseminated directly by CIA Mail Boom. 


25X1 A6a 


At the end of each fiscal year Acquisitions Branch sands the OTR Area 
Records Officer an 131 list of subscription periodicals charged to OTR. The 
ARQ sends these lists to each staff and aehool chief for his review to 
datarmine which items should be renewed and which should be cancelled. 

The addition of new subscriptions must be requested on the regular OCR 
Library request form (Form 1395), and must be approved by the staff or school 
chief. When filling in Form 1395 be sure to include title of periodical, 
publisher, pln.ee of publication, periodicity, subscription price, and OTR 
account number (7500;, The form must be sent to OTR/SS/ARG who forwards the 
order to 0TR/BK) for review. The BFO then sends the form to OCR library. 
Acquisitions Branch, 25X1 A6a 

B * ggaueafeia/RSiB gle.gppie3 


To obtain one or more copies of a particular issue of a magazine or 
newspaper for retention, fill in the regular OCR Library request form (Form 
1395), giving title of periodical, publisher, place of publication, volume 
and number, price of single copy, the pages in which you are particularly 
interested, and OTR account number (7500/. The request must then b® sent 
through OTR/SS/ARQ to OTR/BFO for review. The BFO then sends the form to 25X1 A6a 
OCR Library, Acquisitions Branch, Ext. 4662. If the 

Library is unable to obtain a copy of the item for retention it will attempt 
to obtain a loan copy of the item and will then reproduce the pages requested. 

R^e-gfeiBBL Sing le, Articles 

Specific magaaine or newspaper articles may be requested on the regular 
G€R Library request form (Form 1395). Title, author, volume and number, 
date of issuance, and pages on which th© article appears must be included on 
the form. The form should be sent directly to OCR Library, Book Search Unit, 

XF41 (Mezzanine), x7588. The Library photoduplication service will make a 
single copy of the article for your retention* 


Whan an article is lengthy it may be more feasible to order a copy of 
the magazine, following procedures described above under "Requesting Single 
Copies." 
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To obtain multiple copies of articles in publications in your possession* 
send the publication with reproduction instructions to OTR/SS/ARO. 


¥1. Regular Publications Disseminated by OCR Document- Division 
Regular MsBemination 


\ 


The dissemination of both non- CIA and CIA (except CTO and DD/P) regular 
publications is controlled by OCR Document Division* Analysis Branch. The 
terra '’regular publications 1 ' includes intelligence periodicals (such as OCX 
Current Intalligence Weekly Summary) and finished intelligence (such as OSI y, 
Scientific Intelligence Reports* and National Intelligence Estimates). Non- 
\\ CIA regular publications are disserdnated directly by Document Division j most 
I CIA regular publications are disseirdnated by Printing Services Division on the 
basis of dissemination lists prepared by Document Division. If you want to 
receive regularly an individual publication included in this category* or want 
to discontinue receipt of one you are now getting* your request should be by -ry 
amo from the staff* school* or faculty chief* addressed to OCR Document » , \^\) V 
Division* Analysis Branch* GH3916* x53lO» through OTR/SS/ARO. h 



Please note the following instructions on regular publications: 

(a) If the publication is routed to two or more offices be sure to send it 
on with a minimum of delay. Should you want the publication for retention 
after the other offices have seen it add your name to the bottom of the 
routing* or order an individual copy or individual article from the library. 
There will be multiple routings on only a few items which are received in 
limited numbers by the Agency, (b) Any regular publications received under 
■regular dies ere. nation or on individual order should be returned only if the 
item is stamped*. "Return to CIA Library^' or if t he item has a control number. ' 
All other regular publications should be destroyed when you have finished 
using than, (c) items bearing control numbers should be returned to OTR/SS/ARO* 
%sho keeps a record of the disposition of all controlled documents. These items 
include particularly NSCID’s* D CIO's* and Top Secret items. 


B ® Roguest8_for Sjngle Publicpt/ona 

^^Tfc^btaii^jne or more retention copies of an individual OSI* NIS* ^H| 

fill in the Records Center Service Request form (Pom 
490) and send directly to Records Center. Request only one item per form. 


25X1A7b 


Individual ORR reports should be ordered from (SIR Control Staff* x8622« 
Individual OCX reports should be ordered from OCX Dissemination Branch* X? 2gL » 
Individual OTR reports* DD/P reports* and KIB's and SNIE’s should be ordered 
from OTR/SS/ARO* x3735. 

To obtain a copy of an individual non-CIA regular publication* either 
for loan or retention* fill in the regular Library request form (Pom 1395) 
uid send to OCR Library* Book Search Unit* 1E41 (Messanine)* x7588,* Request 

<sa2y one item per form. 


All Top Secret publication* should be ordered by calling OTR Top Secret 
fofctrol Officer* X3735. 
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C. Requests fo g: Individual Articles 

To obtain a copy of an individual article in an intelligence periodical 
follow the same procedure as that described above under Subscription 
Periodicals, Bequests for Individual Articles. 

vii- Sttiffr. Jaapigff . JEMMUflrttenf 

A. Disseminated by otr Mflij 

Unless otherwise indicated these are items sent in multiple copies to 
OTR Mail Rocsn to be disseminated in the numbers indicated in Attachment B. 

A record is kept by OTR/SS/ARO of those items bearing control numbers* 

Changes in the number of oopiee to be sent to a staff, school, or faculty 
should be requested by memo from the staff, school, or faculty chief to OTR/SS/ 
ABO. Requests for individual copies of any item already disseminated should 
be made to OTR/SS/ARO, x3735- 

Please note that draft copies of new regulations (including both those 
d ea l in g with organization and those on other subjects) are circulated by the 
ABO to determine the number of soctra copies required by each school and 
faculty for training use. Extra copies of regulations dealing with organisa- 
tion will be automatically disseminated in the numbers shown on Attachment B 
unless a specific request for a change in numbers is made in individual oases. 
For other types of regulations extra copies will be ordered only upon specific 
request to OTR/SS/ABO, x3735» 

B* Other 

A variety of other publications, disseminated by offices other than OTR 
and OCR, are included in this oategory* To permit a complete record to be 
kept of items of this type, any request for such items should be routed 
through OTR/SS/ARO. Bequests for individual copies of items not included in 
any of the categories shown above may be made to OTR/SS/ARO, x3735« 

vin. m&ssm* 

A- Boofeg 

1. Loan Requests. To receive bocks on loan fill in the regular OCR 
Library request form (Form 1395) and send directly to OCR Library, Book 
Search Unit, 1E41 (Mezzanine), x7588. Be sure to include author, title, 
publisher, date, and call number (if Rnown). Bequest only one book per form. 

2. Purchase Requests. To order retention copies of books, including 
multiple copies for use in courses, fill In the regular OCR Library request 
form (Form 1395)* Include author, title, publisher, date, number of copies 
required, price per copy, and OTR account number (7500). The request must be 
approved by the staff, school, or faculty chief. The form must then be sent 
through OTR/SS/ARO to OTR/BFO for review* The BF0 then sends the form to 
OCR Library, Book Search Unit, 1EU (Megtzanine), x7588. 
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Maps, atlases, and gaaeteers f or either loan or reten tion may be 
ordered by phoning CIA Hap Library x3793. Copies 
of CIA maps may be ordered by citing the five-digit number found below the 
lower left margin of the map. Maps of other publishers may be ordered, by 
giving the series and sheet number, if available. If these are not available, 
give map publisher, map title, scale, and date. Atlases and gaseteera may be 
ordered by giving publisher and title. 

Maps dealing with a particular area or subject may be ordered by 
describing to the map librarian the type of maps desired. If desired, the 
map librarian will send a selection of maps from which a choice can be made. 

C« Movie Films 


OCR Graphics Register is the Agency's repository for movie films but 
O’ER also has acme films on hand. Requests for the use of specific movie 
films should be made to OTR/feS/tSB, x$7b3) which will check its own holdings 
.and tclll then also check OQ^GR. Should you wish to know movies available 
on specific subjects and areas, call OCJV&R, Film Branch, 1E4822, 37407, 
and request an Intellofax listing. The OCR/GR Intellofax listing will show 
not only films on hand in CIA, but also selected films available from a 
variety of sources outside CIA. 

fefeSS&Bh! STATINTL 

‘So obta in photographs( including aer ial photographs) on specific sub- 
jects, visit OCR/GR, Photo Branch, 1E4G05# 

37230. This branch will provide copies of photographs in the number and 
sisea requested. 

E„ Slides 

To obtain slides for use in classroom instruction, send the photographs 
or other material (whether in the form of glossy prints, or in magasinea or 
books) to OTR/SS/ARO with instructions on the type of slides desired (2x2 or 
3ihc4i) • Approximately two weeks should be allowed for the production of 

slides by PSD . Slides can be made either in color or in standard black 
and white. 

££^yaiL&9Ql&S8 

Mren training materials, forms, or other items are required in such 
quantities or in such form as to require printing, the materials should be 
taken to the Reproduction Officer in OSH Support Staff, *3735. The 
Reproduction Officer will want to know the number of copies to be printed, 
the finished sise of the printed item, whether it is to be in color or in 
black and white, and the deadline (at least three weeks are required by PSD). 
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